
As required by the Department of Corrections Employee Handbook – (#9 – Personal 

Information) – current telephone numbers and home addresses must be on file at the Human 

Resources Office and work location for all MDOC employees.  Such information is necessary 

for when an employee must be contacted by Human Resources or the work location.  To ensure 

that you have updated and accurate telephone number and home address, please visit MI HR Self 

Service at the following link: https://www.michigan.gov/mdcs/0,4614,7-147-64549---,00.html. 

If you wish to update your telephone number or home address, please see the below information 

for guidance: 

Adding/Updating your telephone number: 

1. Go to MiCSC HR Gateway at https://www.michigan.gov/mdcs/0,4614,7-147-64549---

,00.html and click on HR Self-Service. 

 

 

2. Click OK when prompted on the below message and then log in using your employee ID 

number followed by ‘h’ and password. 
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3. Once logged in, on the HR Self-Service Welcome page, click on Bookmarks → 

Employee Self-Service → Personal Information → Home Address. 

 
 

4. Click on Change My Home Address. 

 

 

 

 



5. Input the effective date, then the new telephone number.  Once done, click Update. 

 
 

Updating your home address: 

1. Go to MiCSC HR Gateway at https://www.michigan.gov/mdcs/0,4614,7-147-64549---

,00.html and click on HR Self-Service. 

 
 

2. Click OK when prompted on the below message and then log in using your employee ID 

number followed by ‘h’ and password. 
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3. Once logged in, on the HR Self-Service Welcome page, click on Bookmarks → 

Employee Self-Service → Personal Information → Home Address. 

 

 

4. Click Change My Home Address once on the Home Address page. 

 

 

 

 

 



 

5. Input the effective date, then the new address.  Once done, click Update. 

 
Note:  You can add a supplemental address by clicking on Supplemental. 


